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SUBJECT: Weekly Report No. UO, 7-13 Octobej^ 
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1. Conference on Telephone Tra inV^ ror 

Chief, Clerical Placement Branch, arran^d a conference {d.th fepre- ^ y i y 
sentatives from ORR and members of the cWical Training staff on 
13 October 1958. The purpose of the meettog was to discuss some of t^ 
problems encountered in that office relatiw to the manner in which XjCtb(/^u^ 
the clerical personnel are handling the tel^hone calls. The coverage 
of telephone training included in COT was e^ilained, ORR examples of 
the telephone faux pas were cited, and a s^gested program for 
tutorial assistance within COT was discuased. 


2 . Briefhand ; 
system of" 


Mrs. 


of 


Clerical 
Briefhand, which 


Training 
is based 


is studying a 
entirely on the 


shorthand called 

lon^and alphabet. Its potential value to professional personnel witj 
fcicy is th,e major reason i|or anajys j.s qi^ thj^ system^. 

/ Numbers in Clerical Inducyion j Training 
7 October 1958 there were 97 people in' Clerical 
Of these, 21 were entering for the first time. 


Induction Training. 




U. Numbers in Clerical Orientation Training . There were 2k 
people in Clerical Orientation for the x-reek of 7 October 1958. 


5. Results of Official Agency Testing Administered by Clerical 
Refresher . The results of the tests administered to the on-the-job 
Agency employees on the 13 October 1958 were as follows: 


'ii 


lolui. 


Shorthand 

Typewriting 


Tested 

6 

13 


Qualified 

0 

6 


6. Resiilts of Official Agency Testing Admi nistered by Clerical 
Induction . The results of the tests administered to the entrance-on- 
duty employees for the week of 7 October 1958 were as follows: 


Shorthand 

Typewriting 


Tested 

15 

36 


Qualified 

1 

13 
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SUBJECT: Weekly Report No. UO, 7-13 October 19^8. 


7. Clerical Refresher Training Program 82 Completed on 
10 October 195^ . Clerical Refresher Training~i52 ended on 10 October 
with students enrolled from the following Agency components; 

DDP, 17 j DDS, 20; DDI, 13. The total number of students was 50. 
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